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PURPOSE & BACKGROUND

The Township expressly prohibits any form of unlawful employee harassment or
discrimination based on sex/gender, race, color, religion, national origin, age, height,
weight, marital status, familial status, veteran status, physical or mental disability, genetic
information, or status in any group protected by state or federal law. The Township's goal
is to provide a workplace free from tensions involving matters which do not relate to the
business of the Township. In particular, an atmosphere of tension created by non-work
related conduct, including gender-based or sexual, ethnic, racial, or religious remarks,
animosity, or other such conduct, does not belong in our workplace. Harassment includes,
without limitation and by way of example only, verbal harassment (suggestive comments,
epithets, derogatory statements, and slurs), physical harassment (assault, physical
interference with normal work or involvement), visual harassment (posters, cartoons,
drawings, emails, texts, photos, cyber bullying), and innuendo.

Harassment prohibited by this policy applies to the conduct of a supervisor towards a
subordinate, an employee toward another employee, a non-employee toward an
employee, an employee toward a non-employee who has a business relationship with the
Township, or an employee toward an applicant for employment. Harassment can apply
to conduct outside the workplace as well as at work. Sexual harassment includes
harassing conduct between people of different or the same gender. Violation of this
policy is grounds for discipline, up to and including termination of employment.

POLICY STATEMENT

The Township fully supports and complies with the laws which are enacted to protect and
safeguard the rights and opportunities of all people to seek, obtain, and hold employment
without being subjected or exposed to harassment or discrimination of any kind in the work
place. Itis the policy of the Township to provide its employees with an environment which
is free of harassment and discrimination.

Harassment and discriminatfion are violations of State and Federal laws and are confrary
to the policies of the Township for any vendor, official, employee, or other third party, male
or female, to harass or discriminate against any employee.

DEFINITIONS

A. Harassment. The verbal or physical conduct of an offensive or derogatory nature as it
is related to sex/gender, race, color, religion, national origin, age, height, weight,
marital status, familial status, veteran status, physical or mental disability, genetic
information, or status in any group protected by state or federal law. This type of
conduct substantially interferes with an employee’s work performance or creates an
intfimidating, hostile, or offensive work environment. Offensive harassing conduct,
whether made by posters, jokes, graffiti, or drawings, by way of example, is therefore
among the types of conduct prohibited.
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Sexual harassment. Unwelcomed sexual advances; request for sexual favors; or
verbal or physical conduct of a sexual nature when submission to such conduct is
made either explicitly or implicitly as a term or condition of employment; submission
to or arejection of such conduct by an individual is used as a basis for employment
decisions; such as discharge, promotion, transfer, work assignments; or such conduct
has the purposed or effect of substantially interfering with an individual’s work
performance or creates an infimidating, hostile, or offensive work environment. Types
of sexual harassment include:

1. Quid Pro Quo. This occurs when an employer or its agents or supervisory
employee or any member of Management, requires another employee to
succumb to unwelcome sexual comments or conduct as a condition of
employment or employment benefits.

2. Hostile Work Environment. A fellow employee, supervisory employee (any
member of management) or a third party (contractor or vendor, etc.) engages in
actions that have the effect or purpose of unreasonably interfering with an
individual's performance at work or creating a work environment that is
intimidating, hostile, or offensive. A hostile or other unlawful work environment can
be created by different types of conduct including:

i. Nonverbal. Suggestive or insulting sounds, leering, whistling, obscene or
crude gestures.

i. VerbalorVisual. Off-color jokes, language, graffiti, cartoons, pictures,
suggestive comments, insults, sexual propositions, innuendo, or repeated
and unwanted sexual invitation.

ii. Physical. Touching, pinching, brushing the body, or physical closeness.

Discrimination. A failure to treat all persons equally where no reasonable distinction
can be found between those favored and those not favored.

Management. An employee who is the Director of a Department.

Supervisor/Supervisory Employee. An employee who has direct supervision over
another employee or an activity.

COMPLAINT PROCEDURE

A.

Any employee who has a complaint of harassment and/or discrimination by anyone,
including supervisors, co-workers, vendors, or visitors, must immediately bring the
maftter to the attention of their direct supervisor. All employees must report any
harassment and/or discrimination even if they are not directly involved. Supervisors
shall take immediate action to ensure such behavior is corrected and to ensure
employees are provided a professional and comfortable work environment.
Supervisors shall notify the department head of the violation and action taken
immediately.

In the event the immediate supervisor is a participant in the prohibited activity or
condoned the prohibited activity, the employee may by-pass the immediate
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supervisor and present their complaint to another supervisor, their Department
Director, the Human Resources Director, or the Township Manager.

C. Upon presentation of the complaint, an impartial investigation will be immediately
undertaken by the Human Resources Director, the Township Manager, or their
designee. A comprehensive and complete report will be prepared following a
thorough investigation. The employee and the Department Director will receive a
copy of the written report. The Human Resources Director and the Department
Director shall review the written report and in those situations where a violation has
been shown to have occurred, action, as deemed appropriate under all
circumstances, will be taken to remedy the situation and may include discipline up to
and including termination of employment.

D. All complaints and the actions taken to resolve such complaints will be treated
confidentially, and will be disclosed only when necessary to the investigation and a
resolution of the matter.

E. Any employee who knowingly files a false claim of harassment and/or discrimination
will be subject to appropriate disciplinary action up to and including termination of
employment.

Non-Retaliation Policy:

The Township not only prohibits harassment and discrimination but also strictly prohibits
any retaliation against an employee who, in good faith, has registered a complaint
under this procedure or participated in an investigation of any complaint. Any
supervisor, agent, or employee of the Township who, after investigation, has been
determined to have retaliated against any employee for utilizihg the complaint
procedure in this policy will be subject to appropriate discipline up to and including
termination of employment. If an employee believes he or she has been retaliated
against for exercising his or her rights under this policy, the employee should use the
complaint procedure as set forth above.

FORMS
5.1.004A Harassment & Discrimination Complaint Form

RESPONSIBILITIES

It is expected that all employees will fully cooperate and give their support to the policies
and practices set forth above. Violations of this policy will not be permitted. Any
employee or supervisor who violates this policy will be subject to discipline up to and
including termination of employment.
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